NORTH EAST COLLEGE OF ARTS AND SCIENCE 
MAIDUGURI, NIGERIA 


REGULATIONS GOVERNING THE CONDITIONS OF 
APPOINTMENT OF STAFF 



Approved by Council October 1972. 




north east college of arts and science 

REGULATIONS GOVERNING THE CONDITIONS OF APPOINTMENT 

OF STAFF 

,'blorf mi rbirfw ooHk* orlI to go i tub $d) gn-gisHodib Jo shl&q&o ion ei 


title 


Section I: GENERAL 
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1. These Regulations may be cited as the North East College of Arts and 
Science Staff Regulations. 
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COMMENCEMENT 

2. These Regulations shall come into operation on 1st January, 1972. 
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APPLICATION 

3. These Regulations shall apply to all members of the staff of the college 
and registrar is empowered to interprete them. 


DEFINITION 

4. In these Regulations unless the context otherwise requires: 

(a) Accademic Board means the Academic Board of the College established 
under Section 10 of the North East College of arts and Science Edict, 1972* 

(b) Accademic Staff means those members of the Staff whose sole or pri¬ 
mary duty is teaching or research. 

(c) Accidemic Year meins a period of twelve months which begins on 1st 
October and ends on 30th September of the following year. 

(d) Busar means the Busar of the College 

(e) Child means an issue of the first degree of a member of the staff, a step 
; child, or a legally adopted or mandated child aged less than 17 years 

who is unmaried, not in gainful employment and who is wholly depe¬ 
ndent on the member of the staff. 

(f) College means the North East College of Arts and Science established 
under the North East College of Art and Science Edict, 1972. 

(g) Council means the Council of the College of established under Section 
6 of the said Edict. 

(h) Department means any academic, technical, or administrative unit of the 
College recognised as a department by the Council. 

(i) Deputy Principal means the Deputy Principal of the Cellege. 

(j) Head of Department means an Officer of the College who is also a member 
of the staff and who is designated by the Principal as head of a recogn¬ 
ised department. 
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(k) Inefficiency means a series of acts or omissions, incompetence, or misbeha¬ 
vior which of themselves are not serious enough to merit proceedings for 
misconduct, but of which the cumulative effect shows that an employee 
is not capable of discharging efficiently the duties of the office which he holds 

(l) Junior Staff means members of the Staff on the salary scale D and E as in 
Appendix A to these Regulations. 

(m) Librarian means the Librarian of the College. 

.anciifilugaJI TteJg 

(n) Married Woman means a woman who has contracted a marriage which is re¬ 
cognised as such by the law of the place where it is contracted but the term 
does not include a widow or a woman divorced or legally separated from 
her husband. 

MGITADIJ 

(o) Medical Practitioner shall have the meaning given to it in the medical Practiti¬ 
oners and Dentists Ordinance in Volume IV, Laws of Nigeria 1948. 

(p) Misconduct means any act or omission which is likely to tarnish the good 
reputation or prejudice the good discipline and proper administration of the 
College. 

Without prejudice to the generality of this defination misconduct shall 
include corruption, dishonesty, false claims against the College, insolence, 
insubordination, negligence of duty falsification of accounts or records, convi¬ 
ction of a criminal offence, absence from duty without authority, and all other 
acts which are inconsistent with the proper performance of the duties for 
which the member of the staff is engaged. 
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(q) Principal means the Principal of the College. 

(r) Principal Officers means the Principal of officers of the College as menti¬ 
oned in the First Schedule of the Edict. 

(s) Registrar means the Registrar of the College. 

(t) Senior Staff means members of the Staff on the salary scales A, B, and C 
as in Appendix A to these Regulations. 

(u) Staff means members of the Staff of the College, 

(v) All other expression in these Regulations shall have the same meanings 
as have been assigned to them respectively in the Edict establishing the 
College. 

EXPLANATORY NOTE: 

The provisions of these Regulations shall not apply to the husband of 
a woman member of the staff who is not himself a member of the staff; 
and for the purpose of these Regulations the child of a women member 
of the staff shall be deemed not to be dependent on her unless the 
father of the child is dead or the woman member of the staff is divo¬ 
rced from the father and has besn awarded legal custody of the child, 
in which case she shall be required to furnish documentary proof. 
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SECTION II: APPOINTMENTS 

HOITAflOal 
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5 To be eligible for appoinment, a candidate must posses such minimum 
requisite qualifications and experience as the Council may determine; 
exept that this provision may be varied if it is in the interest of the 
College to do so. 
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6 The College may make such enquiries as may be necessary as to the 
eligibility or otherwise of a candidate. 

VACANCIES 

7 All vacancies other than those that may be filled by promotion or inter¬ 
departmental transfer within the College shall normally be advertised. 

authority 

8 The Appointment of the Principal and other principal officers of .the 
College shall be in accordance with the Edict and Statutes, 

9 A11 other members of Staff shall be appointed by the Registrar on behalf 
of the Council on such terms and conditions as the Council may determine. 

10 Every appointment shall be upon agreement in writing between the Registrar 
and the member of the staff concerned. 

MEDICAL CERTIFICATE 

11 All appointments shall be made subject to satisfactory medical evidence 
of good health which shall be furnished by the appointee. 

EVIDENCE OF AGE 

12 A member of staff appointed to the College shall produce legal evidence 

of his true age on accepting the appointment. 
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13 The effective date of appointment shall be the date the member of staff 
. reports for duty.- _ V 
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14 An appointee from outside Nigeria may be deemed to have assumed 
duty on the date he arrives at a port in Nigeria in direct transit to the Colie- 
ge to take up his appoinlma. 1 . TM3MTMKmA V S1ASIO<iM3T 

TENURE APPOINTMENT , insmjnjoqqi 

15 A tenure appointment if confirmed shall continue untill the end of the 
academic year in which , the member of staff reaches the retiring age of 
60 years unless the appointment has earlier been terminated by either 
the Council or the member of staff concerned 

Notwithstanding paragraph 15 above, a member of staff may be engaged on 
a year-to-year basis unti l he reaches the age of 65 years on the recom¬ 
mendation of the Principal on such terms and conditions as the Council 
may determine^ 
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PROBATION 

17 All tenure appointments shall in the first instance be on probation for 
three years from the date of appointment. 

18 The Council may for good cause and on the recommendation of the Prin¬ 
cipal reduce the period of probation by not more than two years or ext¬ 
end the period by not more than one year. 

.OB ob ot ssalioJ „ , 

19 If at any time during the period of probation the Council lis satisfied 
that a member of staff is not suitable for service in the College the 
appointment shall be terminated with three months notice or three months 
salary in lieu of notice in the case of senior staff and one month notice 
or one month salary in lieu of notice in the case of junior staff. 

26.If at the end of period of probation the appointment of a member of the 
it*# fads to receive confirmation such appointment shall be terminated by 
Council with time months notice or three months salary in lieu of 
in the case of senior staff and one month notice or one month 
.in ben of notice in the case of junior staff. 
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contract appointment rfjiw soasbioooB ni sd Haite* agdlloD 

21 The duration of a contract appointment shall normally be two academic years 
and the appointment shall be on such terms and coi-d.tons as the Council 


.on 

determine. . . v at 

22 The period of contract shall include the period of earned leave. 
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23 On the recommendation of the Principal t^ CgMciLm^renew^hQ contract 
of a member of staff on such terms and coridradM "br sertfbe" IsHfifc Cou- 
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24 Under certain 0 ^fcuthstarices thS^ ih&t%si* 0? 4f 4ikr ar CdHfege and/or 

of the member of staff concerned the contract terminated anay >be mutu¬ 
ally/before its deu date. 

25 Application by a member of staff for renewal of his contract shall be lodged 

in writing with the Principal through the Head of Department concerned 
four months before the expiration of the‘-<sodf!i*4c<J - ? l 

APPOINTMENT ON SECONDMENTknlnioqqa lo elab evitafffo edT £1 

26 A member of staff Seconded to the College from Goverment or any other 
Service shall be placed on the salary scale attached to the particular 

bam college post to which he is seconded. 1 foitiuo moil seJflioqqa nA « 
-elloD ent ot jizabiJ Joenb ni BmgiK ni Jioq b *b esvitui en oi&b on* no #ub 

temporary appointment 

27 Temporary appointment is an appointment expressed to be for a period ot 
dess than one academic: year, even if tbe appointment^ |nay be extended 
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28 The terms and conditions of a temporary appointment shall be as cont¬ 
ained in the instrument of appointment 
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-mooTERMINATION OF APPOINTMENT > rf 1 ***** * 

- - - . , . . , < . „ f . in ; r „. 

29 An appointment may be terminated before its deu t Smfcotot' ex PH : i - 


a By the Council in accordance with the Edict and the statutes; ar 

b By the member of staff concerned whether or not on, probation: provided 

in each case that either party shall give three months* notice or pay three 
months’ salary in lieu of notice in the case of senior staff and one 

months’ notice or one months’ salary in lieu of notice in the case of 

junior staff. omoiq lot bsmbis 

30 In the case of the posts % tiSP'senior staff graded notice of termination 
of appointment shall be given to the Principal through the Head of 
Department. For academic staff, such notice shall take effect normally at 
the end of the academic year, s 1o digib oils riaikteige vf 

31 In the case of the posts listed the *jtiiiioir * staff grades^ notice of 
termination of appointment shall be given to the Registrar through the Head 
of Department. 
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32 A member of staff whose appointment is terminated shall be granted 

leave in accordance with these Regulations. 
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33 Every member of staff is responsible to the Principal for the efficient discharge 
of the duties assigned to him. 

(34) The duties shall be prescribed by the Head of Department. 
v 

(35) The hours of work shall be prescribed by the Registrar who shall have 
regard to the special needs of the various Departments. 

PART TTMF APPOTMTMFNT 

PART-TIME APPOINTMENT 

36 Unless otherwise stated in the instrument of appointments all appointments 
are full time and no member of staff shall engage-jn gainful employment or 
work with or for any person or persons, hody or bodies, organisation or 

iU ik I ^ organisations, institution or institutions other than the College without 
the express permission Of the Principal who shall have regard to the recommen¬ 
dation of the Head of Department. 

3TAQ 

37 A member of staff who accepts outside appointment without the express 
permission of the Principal shall be guilty of misconduct 
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38 A charge may be made for the use of College equipment or material 

used for work undetaken outside. .bstnnaoo Tim lo ladmam 


POSTING 3VA3J : VI MOITD32 

39 A member of staff may be posted wherever hjs, presence is considerd to 
be in the interest of and consistant with the objects of the College. 
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SECTION Til: PROMOTION 
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40 


Promotion of members of staff shall be made on behalf of the Council by 
such authority as Council may appoint for the purpose. 


5 



eligibility 
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41 A member of the staff shall not be promoted who does not satisfy the mini¬ 
mum reqirements of the post to which he is to be promoted, unless it is in the 
interest of the College to do so 

42 A member of the staff shall not be considered for promotion except upon the 

recommendation of the Head of Department. 

v id) lo orh nl Of 

43 Where there is a promotion text a member of the staff shall not be promoted 
until he has first passed the test. The passing of a promotion test shall mere¬ 
ly establish the eligibility of a member of staff promotion without necessa¬ 
ry giving him a right to be promoted. 

, t ' u 4 uoid) istK a 4* - W 1 

APPLICATION 
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44 Applications for promotion from individual members of the staff shall not 
be entertained except 


a When a vacancy has been advitised; 

b When a member of the staff has acquired since his appointment or last prom¬ 
otion, qualifications which would normally entitle him to be considered for 
a higher appointment. 


45 Al! applications must be submitted to the Registrar through the Head of Depa¬ 
rtment concerned. In forwarding the application, the Head of Department shall 
send with it his comments or recommendations. 

46 Application or recommendation for promotion of a member of staff shall not 
be considered until at least one year has elapsed since the date of appointment 
or last Promotion. 

POINT OF ENTRY 

47 Except in special circumstances, a member of staff who is promoted shall 
enter at the first point in the appropriate salary scale. 

JndmrifsqdG lo omH ortt lo aoiteb 

effective DATE 
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48 The effective date of promotion shall be determined by the authority 
empowered by Council to make promotions. The authority shall have 
xegard to the date of appointment or of previous promotion of the 
member of staff concerned. 


SECTION IV: LEAVE 

ANNUAL LEAVE 

49 Subject to the exigencies of the service of the College, annual leave will 
be taken during the long vacation. 

50 Annual leave is subject to approval by the Registrar upon the recommen¬ 
dation of the Head of Department. 

51 A member of staff on first appointment shall not be entitled to annual 
leave in respect of that academic year until he has served for a minimum 
period of six months. 
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rates of leave 

52 The rates of annual leave in an academic year shall be as follows 

Salary Scale A. B. C 
Dl, D2 
D3, D4 
El, E2 
E3 - E6 

DEFERMENT OR ACCUMULATION 

53 Deferment or accumulation of annual leave shall be subject to approval by the 
Registrar in writing. In considering an application for deferment or accumula¬ 
tion of annual leave, the Registrar shall have regard to the recommendation 
of the Head of Department. 

54 Deferment or accumulation of annual leave shall not extend beyond two 
consecutive years. 

55 A member of staff whose leave is deferred may be paid leave transport all¬ 
owance for the academic year. 

COMPLEMENTARY LEAVE 

56 No complementary leave shall be granted to a member of staff as a result of 
his promotion if he has already taken his vacation leave/for that academic year 

PRO—RATA LEAVE 

57 Leave may be granted pro-rata to a member of the staff whose appointment 
is terminated provided that he has served for a minimum period of six months. 

58 Pro-rata leave shall be caculated as follows 

4 days 

3 
2 

1 day for each completed 
service of month 

except that the total leave that may be granted in respect of any period of up 
to 12 months shall not exceed the annual leave entitlement of the member of 
staff concerned. 

LEAVE NOT TAKEN 

59 Subject to paragraphy 53 above, any annual leave or part thereof not taken sh¬ 
all lapse 

LEAVE OF ABSENCE 

60 A Member of staff may, for good reason be granted leave of absence of not 
more than 4 days in an academic year by the Head of Department who shall 
notify both the Principal and the Registrar in writing in respect of a member 
of the staff in the senior staff grades and the Registrar in respect of a 
member of staff in the junior staff grades. 


Salary Scales A. B. C. 

Dl, D2 
D3, D4 
El, E2 
E3 - E6 


42 
35 
28 
21 
14 


days 
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61 Leave of absence in excess of 4 days in an academic year shall be subject 
to approved by the Principal or by the Registrar as may be appropriate 
under paragraph 58 above. 

62 Leave of absence in excess of 4 days in an academic year shall be deb¬ 
ited against the annual leave of the member of staff for that leave year 
or shall be without pay if he has already taken his annual leave. 

63 Application for leave of absence without pay shall be made to the Principal or 
the Registrar as may be appropriate under paragraph 58 above through the Head 

of Department and may be granted on such terms and conditions as the 
Council may determine, having regard to the recommendation of the Principal. 

64 A member of staff who is granted leave of absence without pay for a period 
exceeding 6 months in an academic year shall not be entitled to annual incre¬ 
ment on his salary in respect of that academic year. 

STUDY LEAVE 

‘ 

65 Study leave may be granted on behalf of the Council for the purpose of promo¬ 
tion the objects of the College. 

66 Study leave shall be granted on such terms and conditions as the 

Council may determine. 

. 

67 A member of staff who at the end of his study leave is in breach of 
any or all of the conditions laid down by the Council shall be liable 
to disciplinary action. 

68 Study leave shall not be leave - earning 
SICK LEAVE 

69 Application for sick leave shall be made to the Registrar through the Head 
of Department and shall be supported with a medical certificate issued by a me¬ 
dical Practitioner. 

70 Sick leave in excess of 3 months shall be subject to approval by the Council 
and may be granted on such terms and conditions as the Council may determine 

71 Sick leave shall not be leave-earning. 

maternity leave 

72 Application for maternity leave shall be made to the Registrar through the Head 
of Department and shall be supported with a medical certificate of pregnancy 

73 The duration of maternity leave shall be twelve weeks: that is, six weeks 
before and six weeks after confinement. 

74- Where annual leave is taken, maternity leave in the same academic year 
shall be with pay less the period of annual leave previously taken. 

75 Tf maternity leave has been taken earlier in the academic year annual leave 
shall not be granted or if granted shall be without pay. 

76 Maternity leave with pay shall not be granted to a member of staff with less 
than twelve months’ continuous service with the College. 
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77 Any extension of maternity leave beyond twelve weeks shall be treated 
as sick leave and application for such extension shall be made to the 
Registrar through the Head of Department concerned and shall be 
supported with a medical report. 

78 Maternity leave shall not be leave - earning. 

RESUMPTION OF DUTY AFTER LEAVE 

79 A member of staff shall report in person to the Head of Department 
on resumption of duty after leave. 

80 For the purposes of the record of service the Head of Department shall 
notify to the Registrar in writing the date a member of staff resumes 
duty after leave. 

OVERSTAYING OF LEAVE 

81 A member of staff who for no good cause fails to resume duty after leave shall 
be deemed to have committed an act of misconduct and may, without preju¬ 
dice to any disciplinary measure that may be taken against him, forfeit his 
salary for the period of his absence without leave. 

SECTION V: PASSAGES AND TRANSPORT 

AT COLLEGE EXPENSE 

82 A member of staff, his wife and up to 3 children may travel at College 
expense by the most direct route on 

(a) assumption of duty; and 

(b) on retirement, expiry of a contract 
appointment, or termination of appointment, 

83 A member of staff may also travel at College expense on 

(a) approved College business; and 

(b) on medical grounds on the advice of 
a Medical Practitioner. 

84 The mode, class, and rate of travel shall normally be as follows 


Salary Scale 

Air 

Rail 

Road 

A,B, and C 

Economy 

1st 

9k per mile 

Dl, and D2 

Economy 

1st 

6k ,9 99 

D3, and D4 

Economy 

2nd 

4k 9, 99 

El to E6 

Economy 

3rd 

2k 9 9 9 9 


Unless mileage allowance or other transport allowance is claimed for the 
same journey. 

85 If a warrant or ticket is not issued by the College or if issued but cannot 
be used, a member of staff may claim the expenses incurred which must 
normally be receipted 


9 



SECTION VI: ADVANCES 
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86 All Advances shall be granted upon Agreement between the Bursar and the me¬ 
mber of Staff concerned. 

availability of funds 


advances are made subject to avilabilify of funds and on such terms and 
condition as the Council may determine. 


SURETY 

- ■ v- i zjzoqwq jrfj oT -08 

88 Before being granted any of the advances referred to in this secton, a member of 
staff may be required to produce a surety acceptable to the Bursar who shall 
enter into a bond with the Bursar if in the opinion of the Bursar this is necessary 


total indebtedness 
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89 Notwithstanding anything in these Regulations, the total inbebtedness of a 
member of staff to the College shall be limited to such a sum as will ensure 
that the total monthly repayment do not exceed one-third of his gross 
monthly salary. 6 


T^Q c PKAiTT 

ADVANCE ON SALARY 


90 Advance on account ol salary may be approved by the Registrar upon 
application by a member of staff within six months of his assumption 
of duty. 

91 The advance shall be limited to one months’ salary and shall be refunded 
in three equal monthly instalments deductable from salary, with the first 
of such deductions being made in the month following that in which 
the advance is paid. 

no ssnoqxe sspifoD is Isvinj ozis v&tu Ttsta to ndnidm A Pk 

CORRESPONDENCE COURSE ADVANCE 

yl In consideration of a recommendation by the Head of Department, the 
Registrar may authorise a correspondence course advance of not more 
than N60 to a member of the junior staff. 

93 The Head of Department shall satisfy the Registrar that:- 

(a) the member of staff has reached such a standard as to warrant or 

benefit from his taking the course; 

(b) that the course will increase the efficiency of the member of staff 
in his job; 

(c) that facilities for such studies are not available locally; and 

(d) that the course to be undertaken is with an appoved establishment. 

94 The advance shall be repayable to over a period of not more than 

24 months by monthly deductions from salary, with the first deduction 
being made in the month following that in which the advance is paid. 
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VEHICLE ADVANCE 

The Registrar may authorise advances to members of staff to purchase vehi¬ 
cles, as follows:- 

Salary Scale Maximum Advance 

A and B1 N 3600 

D2,B3 B4 and C ft 2400 

D1 and D2 ** 2000 

D3 and D4 ^ 600 

El and E2 200 

E3 and E4 £ 100 

E5 and E6 50 

The amount advanced shall not exceed the actual cost of putting the vehicle 
on the road including the cost of the vehicle, licence and comprehensive 
insurance. 


97 The period of repyament shall not exceed 48 months at an annual interest 
to be determined by the College at the time time the advance is paid. 

98 Repayment shall be by monthly deductions from salary beginning m the 
month following that in which the advaned is paid. 

99 Advance for the purchase of a second - hand vehicle shall not be 
made unless the vehicle has been certified as roadworthy by a 
competent authority approved by the Bursar. 

100 Except in special circumstances no subsequent advance shall be granted 
until at least 36 months have passed since the grant of the previous 
advance has been fully/repaid. 

101 Other terms and conditions of the advance shall be as may be contained 
in the Agreement into which the member of staff shall enter with 
the Bursar before hereceives the advance. 

102 The granting of an advance to purchase a vehicle does not neccessary 
imply a right to vehicle allowance. 

SECTION VII: ALLOWANCES 
ALLOWANCES NOT A RIGHT 

103 Nothing in these Regulations shall give any member of staff a right 
to an allowance and these provisions may at any time be revoked, 
added to, or amonded at the disrection of the Council. 

VEHICLE ALLOWANCE 

■ e >.j\ /huJL2 njanuis n ‘Viii :; :;i •> r ! t 

104 The Registrar may approve basic vehicle allowance for a member of 
staff, as follows:-- 

(a) bicycle allowance of N4.00 per month for a member of the staff 
whose duties require the use of a bicycle e. g. a messenger. 

(b) motor-cycle allowance of N6.00 per month for a motor-cycle 
under lOOcc and N10 per month for a motor-cycle lOOcc and 
above if the duties of the member of staff require the use of a 
motor-cycle; except that a member of the senior staff who owns 
a motor-cycle shall be paid the allowance whether or not his duties 
require the use of a motor-cycle. 

(c) motor car allowance of N30 per month for a member of junior 
staff on the salary scale D1 or D2. 
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(d) motor car allowance of N40.00 per month tor a member of the 
senior staff. 

105 A member of staff shall draw allowance in respect of not more than 
one vehicle which shall have been tegistered with the Bursar for that 
purpose 

106 The basic allowance in respect of a vehicle shall cease if the vehicle has 
been rendered unroadworthy for a period exceedingthree months. 

MILEAGE ALLOWANCE 

107 The Registrar may approved mileage allowance fora member of staff 
who uses his vehicle on approved College business as follows 

(a) motor-cycle under lOOcc 3k per mile 

(b) motor-cycle lOOcc and above 4k ,, ,, 

(c) motor-car 9k ,, 

There shall be no local running mileage allowance. 

108 Mileage allowonce shall not be paid in respect of journeys from 
house to the place of work and back. 

FAMILY ALLOWANCE 

109 A member of the senior staff may be paid family allowance of 
N160 per year in respect of each child up to a maximum of three 
children. 

baggage allowance 

110 Where transport is not provided by the College, a member of staff 
shall be paid baggage allowance on appointment retirement, expiry 
of contract appointment, or termination of appointment at the 


following rates 

SALARY SCALE 

MARRIED 

SINGLE 

A. B. C. 

N100 

N50 

Dl, D2 

N60 

N40 

D3, D4 

N50 

N30 

El, E2, E3 

N30 

N20 

E4, E5, E6 

N20 

N10 


111 In exceptional circumstances, the Registrar may consider a claim 
in excess of the amount stated in paragraph 110 above. 

112 The provision of paragUvp'U ill) above may apply to a member of 
staff who has been granted study leave for a period of six months 
or more, except that a married member of staff whose wife is mu 
authorised by the Council to accompany him will be paid at the 
single rate. 

IMPORT DUTIES 

113 The College shall not pay import duties in respect of the personal 
effects of a member of staff. 

leave transport allowance 

114 A member of staff may be paid leave transport allowance once m 
an academic year at the following rates:* 

SALARY SCALE MARRIED SINGLE 

A. B. and C N200 N120 

D1 and D2 N100 N50 



D3 

and D4 


N50 

NM) 

El, 

E2 and 

E3 

N30 

N20 

E4, 

E5 and 

E6 

N20 

N10 


complementary payment 

j 15 A member of the junior staff who is promoted to a posi in ,i 
higher salary scale but who has already been paid leave transport 
allowance for that academic year shall not be paid complementary 
allowance. 

entertainment allowance 

116 Official entertainment require prior authorisation by the Registrar. 

117 The cost of authorised official entertainments shall be reimbursed 
at the following rates 

(a) Cocktail Party 

(b) Breakfast 
(e) Lunch 
(d) Dinner 

GUEST OF COLLEGE ALLOWANCE 

118 A member of staff shall be paid an allowance of 50/- per night 
per person for providing board and lodging for an official guest 
of the College at the request or with the approval of live Registrar 
in writing. 

RESPONSIBILITY ALLOWANCE 

119 The following allowances may be paid:- 

(a) Deputy Principal N500 per year 

(b) Head of Department N300 ,, „ 

(c) Hall Master N200 ,, ,, 

ACTING ALLOWANCE 

120 A member of staff himself not being a Head of Department who 
is appointed by the Principal to act as Head of Department for 
a period of not less than one term in the case of academic staff 
and 10 weeks in the case of non-academic staff may be paid an 
allowance at the rate of N300 per year. 

121 Acting appointments shall not be made in any grade below a grade 
in the salary scale D2. 

122 An acting appointments may be offered in writing by the Registrar 
upon a certificate by the Head of Department that the need foi 
such appointment exists. The Head of Department shall furnish the 
Registrar with the schedule of duties and responsibilities of the 
office in which the acting appointment is to be made. 

Vj o\qT boaiado ud mw 

123 An acting appointment other than under paragraph 118 above which 
is of less than 10 weeks’ duration may not attrack acting allowance. 

124 Except as stated under paragraph 118 above, acting allowance shall 
be at the rate of 15o/o of the basic salary of the member of staff 
appointed to act in a post. 


N1 per person 
N1 5k per person 
N2 
N3 
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subsistence allowance 

125 A member of staff who travels on approved College business may be 
paid subsistence allowance as follows 

SALARY SCALE RATE 


A, B, C 

D1 - D4 
El, E2 
E3 - E6 


Refund of reasonable hotel 
expenses OR N5 per night 
N4 per night 
N2 per night 
N1 per night 


126 A member of staff travelling outside Nigerian on approved College 
business shall be paid an estacode allowance at the rate approved 
for civil servants by the Federal Government. 

ACCIDENT - FREE ALLOWANCE 

127 A motor Driver or Driver - Mechanic may be paid an accident-free 
allowance of N20 in an academic year if he has completed 3 years 
accident - free driving with the College. 


EXPLANATORY NOTE 

“Accident” in this context means any occurence to a vehicle being 
driven or handled by the Driver or Driver-Mechanic at a material 
time whereby damage is done to property or injury is done to 
person or animal. 

128 A Driver-Mechanic who is involved in an accident while in 
receipt of the allowance shall forfeit such allowance unless he can 
prove that he was not at fault, and shall start a further qualifying 
period of three years accident-free driving as from the date of 
the accident. 

SECTION VIII: ACCOMMODATION 


responsibility for quarters 

129 All matters relating to college quarters shall in the first instance 
be referred to the Registrar. 

RENT 

130 A member of the senior staff provided with living accomodation 
shall pay an annual rental of 7o/o of his basic salary, subject to 
maximum of N300 per year. 

131 Where a member of the serior staff is not provided with accommo¬ 
dation by the College he may be paid accommodation allowance 
of N600 per annum for a single member staff and N960 per 
annum for a married member of staff. 

132 Where both husband and his wife are employed by the College rent 
will be charged at 7o/o of the basic salary of the husband subject 
to a maximum of N300 per annum. 
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133 A member of the junior staff provided with accommodation shall 
pay an annual rental of 5o/o of his basic salary, subject to a 
maximum of N150 per annum deductible from salary. 

134 Rent will be charged during the absence on leave of a member of 
staff unless he vacates his quarters. Quarters so vacated will be at 
the disposal of the College. 

rates and charges 

135 A member staff shall be responsible for paying promptly the 
electricity and any othet rates charged in respect of his quarters, 

RENTENTION OF QUARTERS 

136 A member of staff while being away from the College shall not 
retain his quarters for a period exceeding 3 months except with 
express permission of the Registrar. 

ALLOCATION 

137 Allocation of quarters shall be made by the Registrar. 

SUBLETTING 

138 A member of staff provided with quarters shall not sublet any 
part thereof. 

INVENTORY 

139 An inventory of the furniture shall be made in respect of each- 
quarters and the occupier shall accept full responsibility for all 
the items of future in the quarters. 

ALTERATIONS 

140 A member of staff who is provided with quarters shall not alter 
its structure or any fixtures therein without the prior permission 
of the Estate Officer. 

Section IX: DISCIPLINE 
RESPONSIBILITY FOR DISCIPLINE 
}i*4 The Principal shall have responsibility for the discipline of all 
members of staff. 

142 In the case of the junior staff, the powers of discipline of the 
Principal shall be exercised on his behalf by the Registrar. 

FORMAL WARNING 

143 A member of staff whose work or conduct is unsatisfactory may, 
upon a report by the Head of Department, be warned in writing. 

144 If the member of staff shows no improvement, such further disciplinary 
action as may be considered necessary may be taken against him. 

SUSPENSION 

145 Where a member of staff is suspected of serious misconduct, the 
Head of Department having satisfied himself that it is in the 
interest of the College that the member of staff concerned should 
not continue to remain at his place of work, may suspend him for a 
period of not more than 3 days. 

M6 The Head of Department concerned shall report his action to the 
Principal or the Registrar immediately, giving th efull details ot 
the circumstances of the case. 
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147 An investigation may be caused to be made into the case and 
further disciplinary action may be taken against the member of 
staff concerned. 

148 The period of suspension may be extended until the case has 
been fully investigated and decided. Suspension will not normally 
exceed one month. 

149 A member of staff under suspension will be entitled to full salary 
and allowances during the period of suspension. 

150 Upon suspension, a member of staff shall submit to the Head of 
Department or his nominee all the College property in his care 
e. g. keys, books, records, uniform, etc. and shall be forbidden to 
carry out his duties or visit his place of work except with the express 
permission of the Registrar 

DEFERMENT OF INCREMENT 

151 Tf the work or conduct of a member of staff is continually 
unsatisfactory, his annual increment may be deferred for a period 
of not less than 3 months. 

152 For the provision of paragraph 151 above to apply the Head of 
Department must have giving notice in writing to the member of 
staff concerned intimating that his increment will be deferred 
unless improvement is shown. 

153 A deferred increment may not be subsequently granted retrospectively 
WITH - HOLDING OF INCREMENT 

154 A recommendation by a Head of Department for the with-holding 
of the increment of a member of staff may be subject to investigation. 

155 If the circumstances of the case justify the imposition of the 
measure, the next annual increment of the member of staff concerned 
may be stopped. 

156 A stopped increment may not be subsequently granted retrospectively. 
REDUCTION IN RANK 

157 Reduction in rank as a disciplinary measure shall apply to a 
member of staff in a supervisory grade in circustances not considered 
to warrant dismissal. 

158* A recommendation for reduction in rank by a Head of Department 
shall be a Subject of investigation. 

159 If as a resuk of the investigation a member of staff is reduced in 
rank and he resigns his appointmet he shall do so at his reduced rank. 

160 The effective date of reduction in rank shall be the date on 
which the member of stafT committed the act of misconduct that 
led to his reduction in rank. 

TERMINATION 

161 The appointment of a member of staff may be terminated by the 
Council for an act of misconduct or for inefficiency: except that 
normally the ap,* lintment of a member of staff on the salary 
scale E may be terminated by the Registrar. 

162 Termination of appointment will usually follow one or more 
warnings stating specifically the reasons and also intimating that 
termination will follow unless improvement is shown. 



DISMISSAL 


J63 A member of staff may be dismissed by the Council from the 
service of the College without notice or pay in lieu of notice for 
an act of gross misconduct severely prejudicial to the interest of 
the College or on conviction for a criminal charge involving 
dishonesty; except that normally a member of stall on the salary 
scale E may be dismissed by the Registrar. 

1 64 A member of staff shall not be dismissed until 1 he has been given 
the opportunity of submitting a representation in writing through 
the Head of the Department and the case has been fully investigated. 

165 In forwarding the representation, the Head of Department shall 
vend with it his comments. 

INTERDICTION 

166 A member of staff may be interdicted forthwith if he is charged 
with a criminal offence involving dishonesty whether or not connected 
with the College, or if proceedings are initiated against him which 
may result in the termin.tion of his appointment. 

167 The member of staff shall be given formal notice of interdiction 
siaung the reason and the effective date of interdiction. 

168 A member of staff who is interdicted shall be entitled to be paid 

half of his salary for the period of interdiction up to the date 

of the determination of the proceedings against him, but shall not 
be entitled to leave or allowances. 

169 A member of staff under interdiction shall be required to surrender 
to the Head of Department or his nominee all College property, 
e. g keys uniform books, record, etc. in his care and shall be 
forbidden to carry out his duties or to visit his place of work 
except with the express permission of the Registrar. 

170 If the member of staff is exonerated or acquitted he may be 
reinstated and paid the balance of his salary and allowances for 
the whole period of his interdiction. 

171 If the member of the staff is convicted of the charge he shall 

be dismissed from the service of the College with effect from the 

date following the date of his conviction. 


172 A member of staff under interdiction may not leave his station 
during the period of interdiction without the express permission 
of the Registrar. 

smlcst} laoiosirrsmnqoiqqB sru mm bnuoig ecu no lonoitnoinH kotbs-M 

173 A member of staff who contravenes the provision of paragraph 172 
above renders himself liable to be dismissed from the service. 


LOSS OR DAMAGE TO COLLEGE PROPERTY 

1/4 If at any time the College sustains a loss by reason of neglect 
or fault of a member of staff the member of staff shall be liable 
to make good the loss or damage to the extent assessed by the 
Bursar or a competent person appointed by him. 

175 Any sums due to the member of staff by the College may be 
withheld in satisfaction of such loss or damage. 

176 If a loss of funds or stores occur the member of staff who discovers 
the loss shall forthwith report it to the Head of Department. 
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DISCLOSURE OF OFFICIAL INFORMATION 

177 A member of staff’ shall be guilty of misconduct if he communicates 
to any person information obtained in the course of his official 
duties, except in accordance with official instruction or with the 
permission of the Head of Department. 

BOARD OF INVESTIGATION 


178 Notwithstanding the provision of paragraph 143 - 173 above, the 
Principal or the Registrar may constitute a Board of investigation 
if in his opinion the circumstances pertaining to any proposed 
disciplinary action warrant it. 

179 The terms of reference of such a Board shall be stipulated by the 
Principal or the Registrar. 

RIGHT OF PETITION 

180 A member of staff dissatisfied with the disciplinary action taken 
against him under these Regulations shall have the right of appeal to 
Comcilthrough the Principal. The petition must be submitted in 
writing 

181 In the case of a seribus-disciplinary measure, the member of staff' 
shall have the right to be heard by the Council in his own defence. 

182 Ihe decision of the Council on such a petition or appeal shall 
be (Inal. 

SECTION X: MEDICAL ATTENTION 

lobajiwe oi teiiupai sd Hsdz noiioifmjni 10 b nu Hfite io ladmam A Qdl 
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184 


FREE MEDICAL ATTENTION 

iisna bfrs sibo am m ,oto f bioooi axood rmolrnu avai g a 

Free medical attention shall be provided for a member of staff and his family. 

In the case of hosipitalisation the College shall pay the full cost of medication 
and half of the cost of board and accomodation. 

; baifiianhi 
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DENTURES AND OTHER APPLIANCES 
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185 The College shall not be responsible for dentures and other appliances and 
gold filling. gi/f lo alcb arli gniwol 


ABROAD 

186 Where a member of staff goes abroad for Medical treatment on the advice of a 
Medical Practitioner on the ground that the appropriate medical treatment is 
not available in Nigeria, the College shall meet the medical, maintenance, 
and other incident all expenses at reasonable costs. 


YTS330JH 3DHJJG3 OY 30 AM Ad HO 

AWAY FROM MAIDUGURI 

Kmgm lo noajsai yd gaoin amsiaua agafloD j arm! yns hi II M l 

187 Where a member of staff or a member of his family fail ill away from 
Maiduguri the College shall reimburse him reasonable medical expenses sub¬ 
ject to approval by the Registrar acting on the advice of a Medical Practitioner. 

rd Hbu lo ladms.n a/B or sub at tim vnA 2U 

sb io gaol rioua lo nouoffteil^ ni biamiffw 

188 The Council, acting on the advice of a Medical Board appointed by it may 
cause a member of staff to retire on the ground of ill-heatlh. 


MEDICAL BOARD 
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SECTION XI: SUPERANNUATION AND BENEFITS 

.baviBw 

SUPERANNUATION 

189 A member of staff on tenure appointment will be required to contribute 5o/o 
and the College will contribute lOo/o of his basic salary to the College Super¬ 
annuation Scheme, which is administered in accordance with the Jrust Deed 
and Rules of the Scheme as approved by the Council. 

flO'J VO VDDlTi j! V HEilt io «Tl3iTI A 1 { iC 

190 A member of staff on contract appointment may contribute similarly to the 
Scheme or may, upon approval by the Registrar in writing, have his own 5o/o 
and the College’s lOo/o contributions paid to him in a manner he may direct. 

191 A member of staff seconded to the College shall be required to contribute 5o/o 
of his College basic salary toward his pension fund with the seconding body; 
and the College shall contribute to the said pension fund to the extent that will 
complement the rate approved by the seconding body and in force at any 

time during the period of secondment. 

ell x : 3 nj snifm^jaD uanz 3 n 

192 Contribution by a member of staff shall be by deduction from salary. 

193 All benefits under the superannuation scheme shall be in accordance with the 
Trust Deed and Rules of the Scheme. 


BENEFITS 

■v 'Hi Or! ?>• -O ^ X9 fl AlOW 3/n!t!9VO 3£nOffjU£ 

194 Where a member of staff who resigns his appointment has given a minimum 
period of ten years* continuous service to the College and he is 45 years old or 
above the Council may pay him a gratuity of one month’s terminal salary for 
each completed year of service up to a maximum of one year’s salary. 

195 In the case of retirement on the ground of ill-health the Council, guided by 
the Medical report shall consider each case ad personam with regard to the 
benefit payable. 


196 An exgratia payment of one month’s salary for each completed year of con¬ 
tinuous service may be paid to the familly of a member of staff who dies in 
the service of the College provided that payment shall not exceed one year’s 
terminal salary and provided that he has served for a minimum period of 
three years. 

SECTION XII: MISCELLANEOUS 


197 
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PUBLICATIONS 

iiida io isdmoffi s Ineig yam iBWjgs# yrfT ^ 

A member of staff i§ not restricted as to the publication of the result of his 
research work or to express his views on matters of public concern, provided 
that:— ■ 

,iu3y uimsbfiofc lurii ibi bsrraonou Tiidz lo lodmarn orli to 

(a) Where work undertaken involves the activities of Government or other public 

hodies in the country the provisions of the Official Secret Act shall apply; 

(b) matters of confidential nature affecting the College shall not be puplished or 
disclosed to outside parties without the express permission of the Principal. 


PUBLIC APPOINTMENT 

: v ; v i io v&n 03 bt)llitnti sd ton If udg vJub moil 

198 A member of staff shall not accept any public appointment except with the 

express permission of the Principal 
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199 Acceptance of public appointment shall not of itself imply and shall not be 
interpre t ed as meaning that the Regulations relating to leave of absence are 
waived. 


200 A member of staff who accepts a public appointment must, through the Head 
of Department, give the Principal satisfactory assurance that his duties .in 
the Department will be effectively performed. 

SECURITY 

201 A member of Staff is required to observe any rules made by a competent auth¬ 
ority regarding the security of person or property on the College campus 
road traffic regulations, the custody of livestock, etc. 

overtime 

202 Overtime allowance may be paid for work done in excess of 44 hours a week 
or on Public Holidays or on work-free days. Staff on the salary seal D2 
and above shall not be eligible for overtime allowance. 

203 The Registrar shall/determine the categories of staff on the salary scale D3 and 
below who are eligible to overtime allowance and the rates of the allowance. 


204 Overtime work shall be limited to not more than 3 hours on any day subject 
to a maximum of 45 hours in anv one month. 


205 In the case of emergency and absolute necessity, a Head of Department may 
authorise overtime work in excess of 3 hours on any day or 45 hours in any one 
month, but he shall intimate the Registrar of the circumstances or report to 
him as soon as possible afterwards. 

UNIFORM AND PROTECTIVE CLOTHING 

206 A member of staff who is required to wear a uniform or protective cloth¬ 
ing while on duty shall be provided with it at the expense of the College and 
shall be responsible for keeping it in good condition. 


207 A member of staff may be surcharged for a uniform or protective clothing ren¬ 
dered unserviceable by him through lack of care or through wilful damage 

208 Before leaving the service of the College for any reason a member of staff 
shall surrender to the Head of Department or his nominee any uniform or 
other College property issued to him, failing which he may be surcharged for 

the cost of replacement of the items. 

C U KJ 3 V\ i JYi ■ ►'l ^ l i --■' 
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.PILGRIMAGE 

209 The Registrar may grant a member of staff leave of 
three academic years to undertake the holy pilgrimage. 

210 Leave of absence for pilgrimage shall count against the annual leave entitlement 
of the member of staff concerned for that academic vear. 


absence once 
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STRIKE ACTION 

Ui iw ('i.U)ti 

211 Notice of strike or any strike action shall be subject to the provisions of the 
law pertaining to strikes in the country. 


212 Where such provisions are not complied with a member of staff who absents 
himself from duty shall not be entitled to pay or allowance for the period 
of such absence. 

$rit to nomitnYjq ezmqxs 
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POLITICAL ACTIVITIES 

213 There shall be no political activities including meetings and canvassing in any 
of the public buildings of the College except with the express permission of 
the principal. 


APPENDIX A—SALARY SCALES AND DESIGNATIONS 
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Scales and Designations 

A 1 #7200 
Principal 
A 2 # 6600 

Registrar 

A 3 #6100 

Bursar 
Librarian 
principal Lecturer 
Chief Estate Officer 
Chief Medical Officer 

B! # 5030x 150-#5480: #5750 
Senior Lecturer/Tutor 
Senior Assistant Registrar 
Senior Accountant 
Senior Sub-Librarian 
Senior Estate Officer 
Senior Medical Ollicer 
Senior Engineer 

B 2 #3810x150-H4260 

Lecturer/Tutor T 
Assistant Registrar I 
Accountant I 
Sub-Librarian T 
Estate Officer I 
Medical Officer I 
Engineer I 


B. 3 #2760 X 150-#3660 

Lecturer/Tutor II 
Assistant Registrar II 
Administrative Officer I 
Accountant II 
Sub - Lirarian II 
Estate Officer II 
Medical Officer II 
Engineer II 

B. 4 #2500 x 100 -#2800 
Assistant Lecturer/Tutor 


Remarks 


Consolidated 


Consolidated 


Consolidated 


Good basic academic or 
professional qualification 
with at least six years 
relevant experience. 


As above with at least four 
years relevant experience 


As above with at least three 
years relevant experience. 



Administrative Officer II 
Assistant Accountant 
Assistant Librarian 
Assistant Estate Officer 
Assistant Medical Officer 
Assistant Engineer 

C. 1 3760 x 150 - 4360 

Senior Technician 
Senior Stores Officer 
Senior Catering Officer 
Senior Maintenance Officer 
Senior Clerk of Works/Works Supt 
Senior Nursing Officer 
Senior Health Officer 
Senior Hall Officer 
Personal Secretary I 

C. 2 #42460x120 -+*3660 

Technician Recognised Professional 

Stores Officer I training and qualifications 

Catering Officer I with at least three years post- 

Maintenance Office I qualification experience. 

Nursing Officer I 
Health Officer I 
Hall Officer I 

Clerk of Works/Works Supt. Final ICS or equivalent quahfic- 
Personal Secretary II ation plus at least 120/50 w.p.m. 

C. 3 #2140x100—#42840 

Store Officer II 
Catering Officer II 
Maintenance Officer II 
Nursing Officer I: 

Health Officer II 
Hall Officer II 
Security Officer 
Master Book Binder 

D. 1 #*1940x84 -#1108;=#* 2228,** 2432 
**2516 **2660x110 -#2880x120 -#3240 
Nursing Supt. 

Health Supt. Basic appropriate recognised 

Senior Asst. Technician professional qualification 

Senior Asst. Laboratory Tech, with at least five years 

Senjor Asst. Works/Maintenance Supt. experience. 

Senior Asst. Bindery Supt. 


Recognised professional training 
and qualifications or considered 
practical relevant experience. 


Recognised professional 
training and qualifications 
with at least rive years 
post-qualification experience. 


120/50 w. p. m. with 
considerable experience. 


Good recognised degree or 
equivalent academic or 
professional qualification. 
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D. 2 #*1840x84 -#2008;#2120,*2204 
=#2408 #2530x110 #2750x120 - #2990 


Asst. Stores Officer 
Catering Supt. I 
Hall Superintendent I 
Instructor I 

Senior Admin. Assistant 
Senior Accounting Assistant 
Senior Library Assistant 
Junior Secretary 1 


D. 3 #1700x96 -#1796 

#1892x96-#2180 #2396 

Catering Supt. II 

Hall Supt. II 

Health Supt. II 

Staff Nurse/Midwife I 

Chief Clerk 

Instructor II 

Administrative Asst. 

Accounting Assistant 

Asst. Works/Maintenance Supt. 

Assistant Technician 

Asst. Laborartory Tech. 

Asst. Bindery Supt. 

Asst. Security Officer 

D. 4 #1260 x 60 -#1620 

#1700x96 -#1796 

Staff Nurse/Midwife II 
Head Storekeeper 
Book - Binder 
Health Inspector 
Senior Clerk 
Senior Accounts Clerk 
Junior Secretary II 


Appropriate recognised profe¬ 
ssional qualification with at 
least five years relevant 
experience. By promotion 
Intermediate ICS or appropriate 
equivalent professional examin¬ 
ation with at least 5 years 
relevant experience. 
Intermediate ICS or equivalent 
qualification plus 100/50 w.p.m. 
and at least 3 years experience 
in secretarial duties. 


WASC or equivalent plus 
appropriate basic professional 
training or considerable 
practical experience. 


O! 
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SRN/NRN 

Appropriate professional qualifi¬ 
cation with at least five years 
relevant rexperience. 

WASC or equivalent plus 100/50 
w.p.m and at least 3 yeai s 
experience in the stenographer 
grades. 




E. 1 * 960x36 -#1068 
*1116x1284x48 -+*1380 

Technical Assistant I 
Laboratory Assistant I 
Library Assistant I 
Accounts Clerk l 
Storekeeper I 
Clerk I 

Stenographer 1 


E. 2 *902x36 -*1118 

Technical Assistant II 
Laboratory Assistant II 
Library Assistant II 
Bindery Assistant II 
Clerk II 

Accounts Clerk II 
Storekeeper II 
Stenographer II 
Artisan I 

E. 3 *728x30 -*758x36 -W866 

Technical Assistant III 
Laboratory Assistant III 
Library Assistant III 
Bindery Assistant III 
Storekeeper III 
Accounts Clerk III 
Clerk III 

Telephone Operator 
Artisan II 
Head Messenger 
Head Porter 
Head Guard 
Head Cook 
Head Steward 
Head Washerman 
Head Driver 
Caretaker 

E. 4 *548x24-*620 

*644x24 -* 740 

Generator/Pump/Boiler Attendant I 
Library Attendant I 
Bindery Attendant I 
Laboratory Attendant I 


WASC or equivalent and/ or 
professional training with at 
least four years relevant 
experience. 

WASC or equivalent with 
50 w.p.m. typewriting. 

WASC or equivalent with 
80/35 w.p.m. plus at least 
3 years experience. 

WASC or equivalent plus at 
least three years practical 
experience. 


WASC or equivalent plus 
80/35 w.p.m. Recognised 
Class I Trade Test. 


WASC or equivalent qualificat 
ion plus 35 w.p.m typing. 

Pass recognised training plus 
at least 3 years experience. 
Recognised Class II Trade Test. 
Full literacy in Hausa and 
English plus relevant training 
and or considerable experience. 


Certificate of Primary 
Education plus at least 2 years 
relevant experience. 



Store Attendant 1 
Telephone Attendant 1 
Clerical Assistant 
Artisan III 
Messenger I 
Porter I 
Guard I 
Cook I 
Steward I 
Washerman 1 
Driver - Mechanic 

E. 5 *428x20 -**508 

#528x24 -#624 

All Attendants Grade II 

Messenger II 

Porter II 

Guard II 

Cook II 

Steward II 

Washerman II 


E. 6 #364x20 -#404 
*428x24 - #548 

Unskilled Works, e.g. Cleaners 
and Labourers. 


Pass P & T training plus 
fluency in English and Hausa. 
At lease 25 w.p.m. typing. 
Recognised Class III Trade 
Test. 

At least 3 years relevant 
working experience. 

Pass appropriate class of trade 
test plus at least seven years 
accident-free driving 
experience. 

811 i >4- dfx£(K># £ .3 
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Certificate of Primary 
Education. 

Appropriate training plus 
at least 2 years relevant 
experience. 

Pass appropriate class of 
driving test plus at least 
5 years accident - free 
driving experience. 

8*. 0£x8££* £ .3 
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APPENDIX B 
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REGULATIONS GOVERNING THE EMPLOYMENT OF DAILY 
RATED STAFF 

TITLE AND COMMENCEMENT 

D1 These Regulations may be cited as the North East College of Arts 
and Science Regulations for Daily-Rated staff and shall come into 
operation on a date to be appointed by the Council. 

ENGAGEMENT 

D2 Engagement of an employee shall be by the Registrar who shall 

have regard to the recommendation of the Head of Department. 
D3 No engagement shall be made unless funds are available to meet the cost. 

D4 The engagement shall be governed by the written terms or if oral 
by the provision of the Laws of Nigeria, Labour Code Ordinance 
Chapter III. 

DUTIES AND HOURS OF WORK 

D5 The duties and hours of work of an employee shall be prescribed 
by the Head of Department within the low. 

RATES OF PAY 

D6 The rates of pay shall be in accordance with the rates approved 
for the North-Eastern State of Nigeria, currently as follows:- 

Artisan I - N2 15k, N2 21k, N2 32k, N2 40k N2 48k, 
N2 57k- 

Artisan II- N1 74k, N1 80k, N1 88k, N1 93k, N2 03k- 
Artisan III- N1 30k > N1 35k» N1 40k, N1 52k > N1 60k, 

m 69k- 

Semi-Skilled - 81k, 82k, 85k, 86k, (bar) 90k 

92k, 95k, 98k, N1 70k, 72k, 73k, 
Unskilled 81k; 82k, 84k; 86k. 

OVERTIME 

D7 No employee shall be entitled to overtime allowance unless he has 
worked more than 44 hours in the week. 

D8 Section 7 above does not apply to Gatemen, Watchmen, Guards, 
and others whose terms of service require them to be on duty 
for more than 44 hours in a week. 

D9 In the case of emergency and absolute necessity a Head of 
Department may authorise overtime work in excess of 3 hours on 
any day or 45 hours in any one month, but he shall intimate the 

Registrar of the circumstances or report to him as soon as possible 
afterwards. 

D10 The rates for overtime allowance are as follows:- 

(a) Normal working day: time and one quarter; 

time and one half; 

(b) Work-Free day: time and one half; 
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(c) Public Holidays: one day’s pay for the 

holiday and single hourly 
rate for the time worked 
calculated at 1/44 of six 
days’ wages. 

Dll Overtime shall be calculated to the nearest half hour period less 
than half an hour shall not be included or carried over. 

WORK-FREE DAY 

D12 An employee shall normally be entitled to one week-free day in 
every seven days. 

D13 Where a work - free day is granted an employee shall be paid 
at the normal rate for work on a Sunday. 

D14 Where a work - free day cannot be granted, an employee shall 

be paid overtime allowance at the rate of time and one half for 

work on the day which should normally be work-free ffom him. 

INCREMENTS 

D15 An increment is granted in respect of satisfactory work and conduct 
during the increment - earning period. 

D16 Increments shall be granted on the first day of the month in which 
the employee is engaged provided he has served for not less than 
6months on first engagement and has not reached the bar or the 
maximum of his rate of pay. 

D17 For an employee with broken service the next increment shall fall 

due on the first day of the month following the completion of 

313 working days. For this purpose an absence of not more than 
3 days in a year for good reason shall not be regarded as a break 
in service. 

PROMOTION 

D18 The possession of a trade test or success in a higher grade shall not 
authomatically entitled an employee to higher wages or promotion. 

ANNUAL LEAVE 

D19 An employee shall be entitled to 14 days leave with full pay 
in an academic year. 

D20 Leave not taken shall lapse except if the exigencies of the service 
require that such leave be deferred, in which case deferment may 
be authorised by the Registrar on the recommendation of the Head 
of Department. 

D21 The time at which leave may be taken shall be at the discretion 
of the Head of Department. 

PUBLIC HOLIDAYS 

D22 An employee shall be eligible to receive pay for Public Holidays. 
SICK LEAVE 

D23 On the certificate of the College Medical Officer or an approved 
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Medical Practitioner the Registrar may grant an employee sick leave 
with pay as follows:- 

(a) 4 weeks or 24 working days on full pay; 

(b) a further 4 weeks or 24 working days on full pay; 

(c) a further period of not more than 4 weeks on half pay. 

LEAVE OF ABSENCE 

D24 An employee may be granted leave of absence with pay by the Registrar 
on the recommendation of the Head of Department. 

D25 An employee who remains absent from duty without leave for three 
or more working days without good cause shall be deemed to have 
left the service on his own accord. 

TERMINATION OF ENGAGEMENT 

D26 Either party may terminate the engagement by giving 7 days 
notice or by paying 7 days’ wages in lieu of notice. 

D27 An employee who is guilty of misconduct shall be liable to 
instand dismissal without notice or wages in lieu ol notice. 

D28 The engagement of an employee who is arrested or against who 
criminal” proceedings are instituted shall be terminated lorwith. 

If he is exonerated or released without being charged, he may be 
re-engaged, having regard to the recommendation of the Head of 
Department. 

STANDING - OFF 

D29 Standing - off is not a disciplinary action, neither should it 
beused as such. 

D30 Standing-off may apply in the following circumstances:- 
(a) completion of work. 

(o) shortage of materials. 

(c) shortage of funds. 

(d) inclement weather. 

D31 If an employee reports for duty at the proper time and he is later 
stood - off for inclement weather, he shall receive his wages for the day. 

D32 In standing - off an employee, regard will normally be given to the 
accepted principal of “first in last out,” subject to satisfactoiy 
work and conduct. 

TRADE TEST 

D33 It is the responsibility of an employee to familiarise himself with 
the conditions governing trade tests but the College will normally 
support his condidature for such trades tests as he may be qualified 
' to take. 

ALLOWANCES 

D34 Vehicle, transport, subsistance, and accident-free allowances may be 
granted to an eligible employee at the rates approved for employees 
on tenure appointment. 
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D35 An employee is required to contribute 5% of his wages to the 
National Provident Fund or to the College Superannuation Scheme 
as may be applicable and the College will contribute 5% or 10% 
as may be applicable. 


ACCOMMODATION Paragraph 

Allocation. j 37 

Alterations. 140 

Inventory. 139 

Rates and Charges......^...... r 135 

Rent..... 130 - 134 

Responsibility. 129 

Retention of Quarters... 136 

Subletting.'. 138 

ADVANCES 

Availability of Funds. 87 

Correspondence Course Advance. 92 - 94 

Salary. 90-91 

Surety. 88 

Total Indebtedness. 89 

Vehicle............. 95 - 102 

ALLOWANCES 

Accident - Free... 127 - 128 

Acting.120 - 124 

Allowances not a Right. 103 

Baggage. 110-112 

Complimentary Payment...4.....'. 115 

Entertainment. 116-117 

Family. 109 

Guest of the College. 118 

Import Duties.. 113 

Leave Transport... 114 

Mileage. T 107 Ol08 

Responsibility.. 119 

Subsistence.. 125 . 126 

Vehicle.104 - 106 
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APPOINTMENTS 

Authority........... 

Contract...,,,,,, 

Date of..... 

Duties... 

Eligibility.. 

Evidence of Age___ 

Medical Certificate.. 

Part - time.. 

Posting.,,..... 

Probation....... 

Secondment.. 

Temporary. 

Tenure..... 

Termination... 

Vacancies. 

DAILY - RATED STAFF 

Allowances. 

Annual Leave. 

Duties and Hours of Work. 

Engagement. 

Increments. 

Leave of Absence. 

Overtime. 

Promotion... 

Public Holidays.. 

Rates of Pay.,.... 

Sick Leave... 

Standing - Off... 

Superannuation. 

Title and Commencement. 

Trade Test. 

Work - Free Day. 


Paragraph 
8-10 
.. 21 - 25 
.. 13 - 14 
... 33-35 
... 5-6 
.. 12 
.. H 
. 36-38 
. 39 

. 17-20 
.. 26 
... 27 - 28 
.. 15- 16 
.. 29 - 32 
7 

... D34 
... D19- D21 
... D5 
... D2 - D4 
... D15-D17 

.D24 - D25 

... D7-D11 
.... D18 
.... D22 

.... D6 
.... D23 
„.. D29 - D32 
D35 
.... D1 
... D33 
.... D12 


































DISCIPLINE £!>idParagraph 

Board of investigation.:,,,,,...„..178 - 179 

Deferment of Increment...153 

Disclosure of Official Information..177 

Dismissal.. 

Formal Warning...aiiidMfe" 144 


Interdiction. . jgA-fcMMatffer 173 

Loss or Damage of College Property.iti»£>4«s i 1^ 

Reduction in Rank...1^° 

Responsibility______^ 

Right of Petition__, w noii«sJS^'f 182 

Suspension....................v.c,«..w,,~. ...S!saiabnk4& ~ 150 

Termination................ 1® 
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Application-----»*■■■«* 
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i£<3 -<} 
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. ...itoW lo aiuoH bns eoiiud 

LEAVE 

. ■ ■■■■; .....tfl9ffi9g«jm3 ,, 
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MEDICAL ATTENTION Paragraph 

Abroad. 186 

Away from Maiduguri. 187 

Dentures and other Appliances. 185 

Free. 183-184 

Medical Board... 188 

MISCELLANEOUS 

Overtime. 202 - 205 

Pilgrimage. 209 - 210 

Political Activities... 213 

Protective Clothing. 206 - 208 

Publications. 197 

Public Appoinment. 198 - 200 

Security. 201 

Strike Action. 211-212 

Uniforms. .. 206 - 208 
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PASSAGES AND TRANSPORT 

At College Expense. . . 82 - 83 
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Application. 44-46 
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6. Grades 


, Salaries, and Hates 


Belov/ are the new grades and salaries:- 


APPENDIX III 

SALARY TABLE EFFECTIVE 1ST APRIL 1974 


Step 


GRADE 

1 

2 

r> 

4 

5 

0 

7 

O 

(•> 

9 

10 



N 

i J 

If 

? T 

If 

If 

14 

14 

1? 

1 

720 

745 

770 

795 

320 

845 

870 




2 

800 

830 

860 

• 890 

' 920 

' 950 

•980 




3 

* 900 

* 940 

980 

1 * 020 

1 * 060 

o 

o 

T”i 

1,140 

- 


■ 

4 * 

1 *100 

1,130 

1,160 

1*190 

1*220 

1*260 

1,290 

1,320 

1,350 

1,380 

5. 

1 ,370 

1,419 

1 >463 

1,517 

1,506 

1,615 

1,664 

1 , 713 

1,732 

CO 

h-* 

o 

G* 

1 , 630 

1*705 

1 ,700 

1*855 

1,930 

2*005 

2,080 

2,155 

2,230 

2*310 

7. 

2,000 

2*110 

2,220 

2*330 

2,440 

2*550 

2,660 

2,770 

2,000 

3,000 

8 

2,780 

2,913 

3,046 

3,179 

3*312 

3*445 

3,578 

3,711 

CO 

CO 

GO 

3*980 

9 

3,930 

4*130 

4,200 

4,430 

4,580 

4*730 

4,330 

5,030 

GO 

O 

5*340 

10 

5,350. 

5,470 

5,590 

5,710 

5,830 

5*950 

6,070 

6,190 

6,310 

6,430 

11 

5,445 

5*737 

6,029 

6,32-1 

6,613 

6*905 





12 

0,129 

6*453 

6,777 

7,101 

7,425 

7*749 





13 

6,895 

7,262 

7,629 

7,996 

8,363 

8,730 





14. 

7,760 

8,170 

8,530 

8,990 

S, 400 

9,810 
















15 

8,730 

9*495 

10,230 

11*025 







* a 

9,319 

i. , UO-J 

11,647 

12,411 







17 

11,043 

12,015 

12,987 

13,959 








Semi-Skilled and Unskilled 


70S, 

71K 

m ,40 

72K, 

73K 

in .45 

81K, 

02K 

in .50 

84K, 

O 

uOa 

m ; 55 

SOX, 

92K 

tfl . 60 

95K, 

98K 

in ; 65 

o 

o 

I-fl. 70 


3 our 


Lone 
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Bursar. 


The Principal 

M Registrar 
Age Librarian 

All Heads of Departments/Division 
All Notice Boards. 






